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iSupplier Portal with Invoice Creation
üSelect ñCity of Chicago iSupplier Portal with Invoice Creation.ò

üExpand option to select Home Page  
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Orders and Finance Tab
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ü Orders:  View Contracts and Releases 

ü Finance: Create Invoices and View Payments 



Orders Tab
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ÅView Agreements

ÅFind Global and Standard PO-Release

ÅExport Information



Finance Tab
üCreate Invoices

üView Invoices

üView Payments
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Create Invoice Option
ÅSelect ñFinanceò

ÅUnder ñCreate Invoiceò and ñInvoice Actionsò

ÅNavigate to the Right of the Screen 

ÅSelect ñCreate Invoice with a POò

ÅSelect ñGoò
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Search for Active Release PO Budget 

Lines
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ü Enter ñRelease PO Numberò in the Search Box

ü Select ñGoò

ü Select ñNextò



Adding Budget Lines to an Invoice
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ü Select the appropriate budget Line (0005-Salaries, 0044-Fringes, etc.)

ü Must match documentation

ü View Ordered Amount and Invoiced Amount to Determine Available Balance 

ü Click ñNextò



Enter Invoice Details
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Create Invoice - (3) Required Attachments

Add Required Supporting Documentation

1. Invoice Forms: include Invoice Summary, Invoice Salary Expenditure Only, 
and Invoice Non-Personnel Expenditure Form (Excel version only).

a. Enter ñInvoiceò in the Title section
b. Attach Invoice copies

2. Supporting Documentation ñSupportò: e.g., Payroll Register Form, 
Invoice copy for non-personnel cost, etc. 

a. Enter ñSupportò in the Title section
b. Attach supporting documentation copies

3. Certifications: e.g., Voucher Certification Form, Tax Payment Certification 
Form, etc. 

a. Enter ñCertificateò in the Title section 
b. Attach certification copies

*Only upload three attachments for each invoice. *NOTE: Supporting 
Documentation should be in order of the billed expense.
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Create Invoice - Required Information
Remit To:  Verify that the remit-to address and bank account detail for your institution is correct.  It can 
be changed by selecting a different ñremit toò site.

Invoice Number:  This field is identified as a unique number assigned for tracking and billing purposes 
and applied in the system to avoid duplication of invoices. 

a. Conventional invoice number consists of four elements: PO number-Release number-
Expenditures covered year (2 digits)-Sequential number (2 digits), e.g., 33328-1-19-01. 

b. eProcurement invoice number omits the PO number and consists of three elements: 
Release Number-Expenditures covered year-Sequential number, e.g., 45672-19-01. 

Invoice Description:  Enter the period covered followed by the two-letter program code.  For example:  
08/01/2019 ï08/31/2019 PH.  PH stands for ñPublic Healthò program; RW stands for ñRyan Whiteò 
program; SH stands for ñShelterò program; CC stands for ñChildcare Programò YN stands for ñYouth Netò 
program.  If you do not know the program code, you may just enter the period covered with no program 
code. *The Invoice description identifies the period covered for when services performed and/or cost incurred for your submitted invoice.

Date Goods/Services Received:  This will be the end date of the expenditure covered period in the 
format DD-MMM-YYYY.  We recommend choosing the day from the calendar selector.  Example:   

Department Number:  You can select the magnifying glass to see a list of department numbers, but 
common departments are: 21 Department of Housing; 41 Department of Health; 48 Mayorôs Office for 
People with Disabilities; 50 Family and Support Services; 54 Planning and Development; 57 Chicago 
Police Department; 70 Business Affairs and Consumer Protection.
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Create Invoice Details (Cont.)

üReview and Submit Invoice
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